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Good Morning!
It is always a distinct pleasure and a flattering experience for a

person to be asked to speak about his own work, So, when

proposed to me last Thursday that I tell you very succinetly about the

work of the Records Management Staff I quickly accepted the opportunity,
Looking at this group, however, I feel just a little bit apprehen-

8ive about my assignment because there are some here, who by virtus of their

experience qualify as speclalists in some of the fields of Records

Management, There are others who have acquired a considerable knowledge

in the field very quickly and demonstrated that last week

when on short notice he gave a very good explanation of the

Records Management Program,

What is Records Management? To me, it is one of the services that
the Management Staff has to offer the Agency to halp it solve soms of
its problems, anf a brief statement of the function of the Records
Management Staff, therefore, is that it offers a service that makes

avaeilable the techniques for the efficient use of Agency records,
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RECORDS MANAGEMENT TALK

31 October 1956

As many of you know, I've been asked by to talk to you STAT

about what we do in this field called records managemwent. I think this
exchange of professional know-how is a good thing. I hope this little get-
together will be followed by other weetings of this group. For as I talk
I believe you'll see how records management in one way or another will have
some bearing on your Jjobs, and vice versa. At a future date we hope to
hear your side of the "Management Staff Story."

I don't propose that this talk be a progress report. We hope we're
all doing our Jobs effectively and to the best of our ability.v/i simply
wish to give you some background on records management, how it was developed
in government and in industry, why in particular it is a vital management
tool in this agency, and how we are applying it to today's records problem.

First, a little history. Records management was born of necessity.
Prior to World War II, even as early as 1887, attempts were wade to do

something about the mounting records volume in Government. There were

the:
Cockerell Commission - 1887
Joint House and
Senate Commission - 1893
Keat Commission - 1905
Taft Commlssion - 1910

Some of the recommendations of these early commissions are cowmonplace
today. They concerned carbon paper, use of typewriters, subject filing,
Dewey Decimal filing, and the disposition of useless files.

However, these commissions brought about only transitory results.
It was World War II and the post war era, with thelr wasses of paperwork
coupled with rising costs, thﬁt demanded draizizradiﬁ%%;’ The military

gervices took the lead. Of these, the Navyy Department wade great strides.
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E&s success, I feel, established the pattern that weny agencles now follow.
I say they deserve 2 good deal of the credit, #e:amugﬁutg their experience

anq«?ccompligzé?gts

which in turn brought about the Federal Records Aet of 1950, our present

ead to the recommendations of the 1949 Hoover Commission,

records management charter. The Navy plan brought all of the elements of
records management, that is, record making, record keeplng, and record
disposition, under the staff direction of & single organizational elewent.

My plug for the Navy Department in nc way detracts from the excellent
work of other agenciles, some of which practiced a form of records wanagewent
as early as the depression years. TVA is a notable”example.'

With the Federal Records Act of 1950 as their charter, most sgencies
went to work. While the Act cited 8ll aspects of records management
as needing attention, it particularly emphasized the importance of recorQs
disposition. Consequently, the agencles concentrated on this area., With
the guidance of the General Services Administration they made great inroeds
into the huge accumulations of records.

But records were still being created at an alarwing rate. It was
obvious to many in the field that not enough attention was being given
to the 0ld axiom that "Today's paperwork is tomorrow's records."” So in
1954, under the auspices of the 2nd Hoover Commission, a task force on
paperwork ﬁanagement was formed. Its mission --- to look at the total
records problem in government, including its e€ffect on industry. Im sure
all of you have heard Quotations from the task force's report such as:
"The number of pieces of paper used annually by the Government if stretched
end to end would reach the moon 13 times." "The present voluwe of Govern-
ment records would f£ill a file drawer reaching from DC to the Kremlin."
Suffice it to say, the task force found a problewm that demanded

attention.

-
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So much for the outside world. What about ourselves? Frow any
other group but this one I would ususlly éxpect a statement that CIA |
is different; that its records problem can't be cowpared with that of
other agencies. This kind of statement is sometlmes offered with the
hope that we can turn our backs to the problem. Let we say, we are
different, and this difference makes records wenagement even more ﬁng%wﬁdékzunﬂf
appropriate to CIA than it 1; to many other agenciesfvti need not tell C%ﬁigybju
youf people about agency paperwork; you see it every day as you perform
your staff work. Obviously, our securlty measures and the nature of
intellligence activities generate paperwork vhich would be consideredi% Céé%%ﬂééb
abnormal in other agencieséthnd obviously, we must retain our records LZQ§2;2£%7
for long, sometimes underterwined, periods if we are to carry out our
intelligence mission. Look at the effect this has hgd on our record
volume. In 1950 slightly over 6,000 pieces of equipmént were needed to
file curfent records. Today we need 23,655. Fortunately, increased
records management activity in the past three years has brought about
a sharp drop in requirements for filing equipment. But the agency is
st1ll creating each year sowe 150 million pages of record waterial. Tt
would take well over 11,000 4dr safe cabinets to house this volume
should it all (heaven forbid) have to be stored in office space.

The records and paperwork problem is acute. With present limita-
tions on office space, and with proposed limltations facing us in the
new building, the problem becomes even greater. Mr. Dulles has stated
that he will not ask for a supplemental appropriation to provide for s
larger building then originally planned, aﬁd Mr. Kirkpatrick has expressed
his concern over agency paperwork with these words: "There are times when
I think our greatest impact on the Russians could be to bundle up most of
our paper and drop it on them."

Wifh these two problems of space and paperwork as keynotes, let ume

then briefl the elements of to sh h f
R RO RIS 2 506516%/58 . DA BEB7 60057 1H5005000458577 et

records management is one answer to these problems.
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Let's begin with record making. As you know, we have forms manage-
ment, correspondence managemwent, and reports management programs. Basically,
all three of these prograuws have the same objectives -- to prevent the crea-
tion of nonessentlal paperwork, to lmprove the quality of essentiasl records,
and to reduce the cost of record waking. The.methods-of-conducting these
Pprogrews, however, are somewhat. differents We administer the forms .
management prograw on-e-modified-eentralized-vasis, .that. is, through ARO's ﬁﬂzzﬂééf
all requests for new and revised forms ade-submitbed to us for analysis

as to thelr designh, printing speclfications, stocking, and so forth.

d—eontralized-type—of forms control-program was inherited by-us-—-eariy in

other-handy—the reports and correspondence management programs are sort

of "do-it-yourself" projects. We've furnished the Operating Offices with
personal guidance as well as written guides such as thesqggnd they've -éefz%ﬁfy
gone forward pretty wuch on their own. They've also had sowe official /%éa%/
prodding. TFor instance, the correspondence . Handbook provides Agency

policy on the preparation of memoranda and letters. Also In August

of this year Col. White directed his Staff Chiefs and Office Directors

to establish controls over the crestion and continuance of administrative

reports Similar eontrol messnres are nronosed for the DN/T and DN/P

STAT

areas.

These controls provide for a continuing review of reporting require-
ments to deterwmine whether they should be continued, or whether reporting
systems should be improved. New requirements are screened also. In
the DD/S area this review takes place principally at the Office level.

If a requirewent involves two or more Operating Offices, we coordinate
the review. We also inltiaste studies of headquarters-wide reporting,

using a central reference file we have esteblished for this purpose. We
plan B8PERYeEHE b8 A U By 5 Drograns tagoiher by B Asency
ha



regulation.

While forms management and reports management have been advanced by
both promotion and directives, correspondence management has been fosfered
almost exclusively by persuasion. There are certaln aspects of this program,
effective writing for example, that you simply cen't regulate. Correspon-
dence management, like all managewent progrews, can only thrive in the
proper climate, which 1s gradually being developed.

Well, what have we done in this ares of record making? ILet me cilte
a fTew examples, not to blow our horn, but simply to 1lllustrate the
application of techniques,

/Mxkii} In forms wanagement we've discovered that as more forms are brought
to us for standardization, the total average annuel usage per form drops.
For instance, in 1953 we were providing service on 858 active forms. Today
we service almost 1,900. The average annual usage per form dropped from
about 22,000 in 1953 to 13,500 in 1956. (Show graph on forms activity.)
How did this drop oceur? It resulted from working on such projects
as the intelligence information reporting and dissemination system.
Here's what happened:
(SEE CARD A)

In addition to servicing an increasing number of formé, we have
stepped up research and development activity. Noteble among the new
products we have promoted is NCR paper (No carbon required). Twenty
types of formws on NCR paper, having a total annual usage of about 1
million sets, are now in use. Our customers have been enthusiastic over
this new product which elimimates carbon paper handling ... inproves security....

&

reduces claseified waste... and speeds up systems, ¥ ?eam/.s ('W,Q_c,
Correspondence management too is paying dividendq.A&&%haugh,ne_admrt/%”45*/' _
t

ure. _ik&mwer,iﬁkc&o have tangible proof of the
interest in this area. The Office of Training calls upon us regularly to
talk on correspondence practices. Tralning courses on correspondence style

and DAPGHOVERFFBF RAIBFUSE5/87 B U EIA -RY PR 005 IR0 ub Jbosnisme Meny
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other offices perlodically conduct refresher courses using the correspon-
dence Handbook as the basic guide. Form or pattern correspondence is being used
to a greater extent. Interest in effective writing is inecreasing. At s
recent staff meet Col. Jhite again eryed to the handbook "Plai
Letters.t« Incidenfally, ovér 1,200 copifs have been distributed’/within
headquarters. Also, jJust last week we were requested by the Chief of ﬁékgﬂzz«zg
the Reading Improvgment School to collaborate with her on developing a 2/?7?

&
Z.

study on ways to improve the readability of agency writings. The

AT
Director has asked that this study be made. X

Agency employees have also shown an interest in improving corres-
pondence practices. Over one-third of the suggestions we receive pertain
to correspondence. We have adopted and promoted many of these. Letterex
is an outstanding example. As a result of promoting this labor saQing
one-tlme carbon set, over 70% of all carbon coples prepared are typed
on Letterex. Recen another suggestion and at the same
time were able to gji;;;:;f:z;;::::jn program a plug. (Show flier "Are

you Dropping Your O's.") We plan to use this advertising technique when-

 ever possible. WW MWW Zf;f/ﬁﬂﬁ//ééﬁ’b%\?

Reports managewent, our most recent venture in the records management
field began to pay off last fall. At that time Col. White directed that
each Staff and Office in the DD/S area study its administrative reports.

Shortly thereafter a survey was also taken in the DD/I area,. We have

Just scratched the surface, but already we know| man STAT

hours of headquarters reporting that have been eliminated. Many other
benefits are accruing as the major Offices increase their reports menage-
went activity. The recent improvement in the Confidentiasl Funds Report,
prepared by the Office of the Comptroller 1s a typical result.
(SEE CARD B)
The second broad area of concern to us is record keeping. Here we

are IREEHRTEF SP RNBAS ¥ BodBI9 oK KORDPAR0b 1 11wb 0SvUbEO0 3D can find
it after you've filed i%. -6a
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I believe I can hest describe this function of records management by
aksing and answering the typea of questions we used in surveying the files'_,j .
of an office.

Does your office have a file plan? It should to ensure that official
files are designated, that files are located to provide the best reference
service without duplication, and that winimum floor space 1is used for
files. Here's a picture of a file roon before a plan was developed.
(Show picture of Procurewent Division file room). We haven't had a
chance to take an "after" picture, but here's vwhat was accomplished.
(See Card C)

Does your office use standard filing supplies and equipment? It
should for maximum econowy and effliciency. See the difference in these
file drawers. (Show two pictures of Medical files). At one time there were
54 types of folders bought by the Agency. Now we stock only six types.
Official personnel folders costing only 64 are now serving as well as
those which forwerly cost 75¢. Since 1953 the average cost of old‘ B
has dropped from 7%¢ to & little over 4g. We recently convinéeé an office
that & standard folder would serve equally as well as the 89¢ one requested.ge ,
Filing cabinets have also bgen standardized. We once stocked‘szﬂtypes; ’ 22%9“52%/

now we carry only 6. There are presently four headquarters notices TAT

providing for the standardization of filing equipment and

supplles.

Does your office make the proper use of file fasteners and pressboard
folders? Heavy duty pressboard folders are not jJustified if lighter weight
(11 pt.) standard ones will not have to be replaced during the active
1ife of the files. Also, fqgteners should be used mainly for case or project
files. Heavy duty folders and fa?teners eat up file space, particularly if

D el

they're used in quantitles of 300.or wore per four drawer cabinet. Here's a

Chart that shows this graphically (Show Chart, "What Happens When You Use

Fasteners and Heavy Duty Folders"). _And by the way loose—£iling takes

256 top 5Bk 84 F i MeIease 2005/07/25 : CIA-RDP70-00211R000500050037-0
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Before filing record material, do you pull off and destroy such nonessential
papers as routing slips, transmittal memos, courtesy copies, and copiles of
supers draﬁ A{ The & %tis o'bvio us; you 71’9111‘1 M m B ARl atd %
1;¢2%§§?y0 ge fiv;asiawer cabi ts, n ieu of fcur drawer safes, and
letter size equipment instead of legal size equipment whenever possible
Obviously, the economies posslble dictate that you should.

Are you mwisusing costly flle space for storing miscellaneous materisl.
For instance, some Agency people stlll store thelr work papers overnight
in regular desk trays. If so %edng they're using __éq&_ times as much
room as they should. This plcture tells the story (Show photo of storage
trays in drawer). These storage boxes also prevent contents from spilling
and papers from getting lost behind file drawers.

Books, periodicals, blenk forms, and office supplies aléo rob‘you-
of valuable file space as this poster shows. (Show, "Save Safe Space")
Here are some other tips:

1. Centrallze reference books and publications at the division
or branch level. If they are unclassified, store them on
book shelves.

2. Return books, periodicals, and other documents to the
1libraries when no longer needed

3. Depend more on the reference service of Agency libraries
instead of building up personal libraries that wmay never
be used. '

L. Consolidate blank forms and office supplies at the division
or branch level. ©Store these items in supply cabinets.

5. Keep in mind that Jjust one drawer of a safe cabinet costs
over $85, and that it requires 9 sq. ft. of floor space.

sive card files, such as visible indexes, Justified? Look at the

) 94
g vert%h&?%a% e SOEBRIGHIOT 2 eRIRDPYD-6029T oUBTeyepents . )
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This does nod mean that visible card files shdyld not be used. It simply

points up that

e need for a visible index systeh should be carefully
welghed against thé\additional costs for equipment and floor space.

Are your administrative records filed according to the Agency Hand-
book on Subject Filing (Hold up copy of handbook.) They should be if you
want prompt, efficlent, reference service regardless of personnel turnover.

The subject-numeric method 1s an easily instelléd and understood stsndard STAT

system for filing and finding your current records. So far we have installed

the system

Have you a simplified efficient mail control system. If not, the five
4 bpart Mail Control Form may be the answer (Show filier on Mail Control)

Do you periodically cut off your files, say at the end of a calendar
or fiscal year? You should, otherwise they'll keep growing year after
year, making reference to your current records much more difficult, and
increasing the voluwe of noncurrent records that should be destroyed or
transferred to the Records Center. You mway find yourself in the spot of
this chap (Show sketch of girl kneeli ig n desk to open file drawer) ,é Aa&/e.

*l'hils/ fngs uaa ég /O?I;T (ﬁ%rd main are; é;?‘ lr/edco/ B man!’ gﬁ%{sefy réoraeefs-
disposition.

First let we explain why records disposi‘ﬁon makes gsense. One good

.28
reason obviously is the high cost of safe cabinetar\ You may wonder though,

whether there 1s any real saving in transferring records from office space CPYRGH

e

to records center storage. The answer is a definite yes. Fi ring in g1l T

costs for floor space, equipment, bullding maintenance » and_ 1 Mid-East Crisis
Forces Pentagon

same volume of records that would have to be kept in of‘fice;; TO Ratwn Map s
, WASHINGTON, Oct. 30
safe cabinet costing $314. In addition, greatly needed offt ®.—The Middle East crisis

personnel, it costs less than ¥8WW $8 to store in the Rec

‘touched m‘r a rush Vror LAk

released.

ArmYMaD ]
1 ot 114

Because of
nand, the
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On what basis are records either transferred to the Center or destroyed
in the office area? The legal authority for these actions is a Records
- Control Schedule, developed by this staff in collaboration with an Area

Records Officer, approved the componen f concerned, the Chief
72’? N Asarw/ }kcf prls ’

Records Management Staff, and the Congress. Here ie a typical Records Control
~

Schedule (Show schedule and describe). T sz e -Z‘ﬁ"»é//f’

Today there, 1 Recorgs Coptrol Schec}?le for each Operating Office in
ai FRLIUD ¥V X BErSrrd s

the DD/S an;a/DD/I ar with the exception of OCR. We are presently
DOV S PEs5Hes
develo 1ng s schedu 'blanket schedule covere all records in the DD/P

2ol oy 3 PELECAEET I,
ares As & result of these schedules and a certain amount of transfer
activity that took place before they were developed, a total of 32,778
cubic feet of records had been transferred to the Records Center by the

end of FY 56. (Show chart on RC activity) This volume is equivalent to

4,097 four drawer safe cabinets worth over $1,286,458, STAT

STAT

At the end of FY 56, the Center had 27,903 cubic feet of records.

The difference between the total cubic feet transferred (32,778 cubic feet),
and the volume then on hand (27,903 cubic feet) results from disposal
activity at the Center. This activity 1s a vital phase of records centef
operations. It stews frow a continuing review of reference rates and the
application of Records Control Schedules which provide for #¥e destructione
of totally dunsedive—reeords gt the Center.

Another review essential to a well run disposition progran is the re-
exawination of the Records Control Schedules each year » Or upon a change in
the organization or functions of an offiice. This ensures that the schedule
is current, and has the added effect of promoting the timely transfer or
destruction of records. jg;//%/l/&’/‘é' )/6?%/ Pty //é}/f (

With records disposition I've covered the essential elements of a fﬂ* el

records managewent program. We feel that, besides being our bread and butter,

records management has been a real boon to the Agency. The proof is in the

Puddingy, @i e rbriRleasic2des/brres ‘smmm‘rmm TRBOCS0085003ADs0 * 1
-10-



Approved For Release 2005/07/25 : CIA-RDP70-00211R000500050037-0

there are two other indications that records management is more than just
paying 1ts way.

1. The average cost of safe céAbinet procurewent for

FY 55 and 56 was $1lik,T50Acompared with the average
cost of $604,50

Opfor the years 1951 through 1954.
(Show chart on éjuipment procurement)
and /ﬁﬁi?éyb7/

o. TFor the first time to our knowledge, an Operating
Office disposed of more records than it created.
STAT I

| (See Card D).

On this hopeful note I close my talk.

0 /j S (A St 3 "/ “‘} »f/ et of J AL /;5? }4 " 7‘
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